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Q&D - Office of Tribal Operations Records Disposition Schedules 

budget 

and Budget 

authorizing new or 
programs.

02/01/2007

regarding the 

into official files.

06/30/2007

for 

from 

committees.

03/30/2007

at end of fiscal 

Close inactive records at end of fiscal 
year.

Destroy 3 years after file closure.

Close at end of calendar year.

Destroy when no longer needed.

Close inactive records at end of 
congressional session.

Destroy 5 years after file closure.
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receipt, inspection and payment of any and all 
contracts to which EPA is a party and which are 
maintained and used by the Agency or Contracting 
Officer for contract documentation and for 
performance and financial monitoring and oversight 
activities. Also includes reviews and audits 
conducted by the Financial Analysis and Rate 
Negotiation Service Center (FARSC).

Representative (COR)
Formerly called Project Officer (PO)

05/31/2007

Assistant and Associate Administrators, General 
Counsel, Inspector General, Chief Financial Officer, 
Headquarters Office Directors, and Regional 
Administrators

03/30/2007

relating to activities undertaken to secure response 
costs from responsible parties at Superfund 
remedial and removal sites and oil spills. Records 
used for cost recovery actions include compilations 
of documentation that describe technical aspects of 
the response action and cost accounting information 
necessary to document the costs incurred to 
implement the response action. Specific types of 
records include the cost recovery documentation 
checklist, Software Package for Unique Reports 
(SPUR), computation schedules supporting Agency 
indirect costs, categorical cost summaries, 
contractor cost information, cost reports and 
invoices, treasury schedules, field expenses, letter 
reports/Pre-FY86 cost vouchers, payment records, 
payroll summaries, Federal employee timesheets, 
travel authorizations and vouchers, work 
assignments, cost summary package, cost recovery 
deliverables, closeout memorandum, and the 10 
point document. Also includes work performance 
documents such as work assignments, statements 
of work, interagency and cooperative agreements, 
field notes, technical direction documents (TDDs), 
lab reports, monthly reports, daily activity reports, 

02/09/2007

order or work 

overall 

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.

Destroy 6 years and 3 months after 
final payment for the overall 
contract.

records at end of year. 

in 36 CFR 1228.270 

Close inactive records at end of year.

Destroy 10 years after file closure.

Close inactive records when cost 
recovery action is completed.

Destroy 30 years after file closure.
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GRS 16/3

Final, 
07/31/2008

employment opportunity, workplace 
discrimination, and affirmative action.

Includes general correspondence and copies of 
regulations with related records pertaining to 
the Civil Rights Act of 1964, the EEO Act of 
1972, and any pertinent later legislation, and 
agency EEO Committee meeting records, 
including minutes and reports.

02/20/2007

Destroy when related form is 
discontinued, superseded, or 
canceled.

Destroy when 3 years old, or when superseded 
or obsolete, whichever is applicable.

resolution of 

resolution of 

final 

old.

old.

old.

old, or when 

date of plan.

date of feeder 

date of report.

Destroy 5 years from date of report.
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site-

03/30/2007

Financial Disclosure Reports (SF 278) and related 
records

Includes SF 278 reports for individuals filing in 
accordance with Section 101(b) or (c) of the 
Act, and not subsequently confirmed by the 
U.S. Senate or elected.

Financial Disclosure Reports (SF 278) and 
related records

Includes all other SF 278s.

03/30/2007

records to 

the 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

be 

Destroy 1 year after nominee 
ceases to be under consideration 
for the position; except that 
documents needed in an ongoing 
investigation will be retained until 
no longer needed in the 
investigation.
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Interests (OGE Optional Form 450-A) and 
related records

Includes OGE Form 450s for individuals not 
subsequently confirmed by the U.S. Senate.

Financial Disclosure Reports (OGE Form 450) 
and Confidential Certificates of No New 
Interests (OGE Optional Form 450-A) and 
related records

Includes all other OGE Form 450s and OGE 
Optional Form 450-As.

financial disclosure reports and related 
records

Includes reports for individuals not 
subsequently confirmed by the U.S. Senate.

financial disclosure reports and related 
records

alternative or additional 

requests, 

02/12/2007

request appealed
Includes correspondence and supporting 
documents, excluding the official file copy of 

02/01/2007

an 

Destroy when 6 years old; except 
that documents needed in an 
ongoing investigation will be 
retained until no longer needed 
in the investigation.

date of last 

Destroy 6 years after final action 
or after final adjudication by 
courts, whichever is later.

Dispose of in accordance with the 
approved Agency disposition 
instructions for the related 
records, or with the related FOIA 
request, whichever is later.
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02/01/2007

document all types of agreements with other 
federal, state, or local government agencies, 
universities, non-profit organizations, Tribes, 
and other institutions to which EPA is a party, 
and that support EPA's environmental 
programs (other than Superfund site-specific, 
and waste water construction and state 
revolving fund grants). Specific types of 
agreements include assistance agreements, 
grants, cooperative agreements, interagency 
agreements, agreements for "guest" workers, 
and other types of program support 
agreements administered by headquarters or 
EPA regions and that provide for research, 
demonstration projects, training, fellowships, 
investigation, surveys, studies, or other types 
of program support activities.

Also includes supporting documentation. 
Specific types of records include, but are 
not limited to, documentation of significant 
actions and decisions relating to and 
supporting the award of agreements, 
documentation of actions and decisions 
relating to the competition of agreements, 
announcements and solicitations of funding 
opportunities, justifications, requests and 
justifications for the non-competitive award 
of agreements, cost estimates, scopes of 
work, correspondence, applications, pre-
award reviews, funding decisions, award 
documentation, documentation relating to 
the evaluation of proposals and 
applications, conflict of interest 
documentation, transmittal 
correspondence, agreements, agreement 
oversight activities, non-compliance 
documentation, dispute documentation, 
audit records, closeout documentation for 
completed agreements; and reports and 
evaluations resulting from agreements.

-specific grants 

02/01/2007

This schedule 
authorizes the 
disposition of 
the record copy 
in any media 
(media neutral). 
Records 
designated for 
permanent 
retention must 
be transferred to 
the National 
Archives in 
accordance with 
NARA standards 
at the time of 
transfer. 

employee initials time card or equivalent
Includes requests for and approvals of leave, 
such as SF-71 or equivalent, plus any 

GRS 2/6a (Item 
a(1)) 
GRS 2/6b (Item 
a(2)) 
GRS 2/9b (Item 
b(2)) 

Close inactive records at end of 
calendar year.

Destroy 5 years after file 
closure.

Close inactive records 
immediately after closeout of 
the agreement.

Destroy 10 years after file 
closure.
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administration or 

the office 

-to-day 
including 

reports 

are prepared in the 

1/31/2009

Please 

Development, 
10/31/2007

This schedule 
authorizes 
the 
disposition of 
the record 
copy in any 
media (media 
neutral). 
Records 
designated 
for 
permanent 
retention 

Close inactive records when 
signed by supervisor.

Destroy 3 years after closure.

Destroy when 2 yrs. old.

Close inactive records when a 
well has been properly 
plugged, abandoned and 
terminated per EPA 
requirements; or when a 
permit application has been 
denied or withdrawn; or when 
a determination has been 
made that a permit is not 
required or if the permit has 
been issued and not acted 
upon by the company within 
one year.

Transfer nonelectronic records 
to the National Archives 30 
years after file closure.

Transfer electronic records to 
the National Archives 5 years 
after file closure, with any 
related documentation and 
external finding aids, as 
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National 
Archives in 
accordance 
with NARA 
standards at 
the time of 
transfer.

a pilot is 

-
prevention 

02/13/2007

10/31/2010

Close inactive records at 
permit renewal or 
termination (revocation or 
expiration) or at end of 
calendar year.

Destroy 5 years after file 
closure.

Close inactive records at the 
completion of the project.

Destroy 10 years after file 
closure.

Close inactive records at the 
end of the activity, project, 
or topic.

Transfer to the National 
Archives 5 years after file 
closure, with any related 
documentation and external 
finding aids, as specified in 
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Includes records which relate to the on-
going management of programs and 
routine projects within programs. Types 
of files include both mission and 
operational programs and may be 
maintained by one or more organizational 
units. Specific types of records include 
correspondence; memoranda; staff 
meeting records such as agendas, 
background papers, attendance lists, and 
meeting minutes or summaries; routine 
office procedures; and reports relating to 
general policy and program matters, 
oversight reviews, interagency activity, 
research and other similar materials. Also 
includes project control files showing 
assignments, progress, and completion of 
projects.

12/31/2009

It 

products - Electronic
Includes documents posted to EPA's 
Internet News Room by Headquarters and 
Regional Offices of Public Affairs, 
including press or news releases, fact 
sheets, and related documents.

01/31/2008

Close file upon transfer to 
the National Archives.

Delete after electronic 
record copy is successfully 
transferred to the National 
Archives.

at 

Close inactive records at 
end of calendar year.

Destroy 5 years after file 
closure.

National 

Close inactive records at 
end of year.

Destroy 3 years after file 
closure.
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items depicting EPA's environmental 
mission activities

promotional items

03/30/2007

disposition program documentation

04/30/2007

Close inactive records 
upon publication or when 
document becomes 
obsolete, is superseded, 
or no longer needed to 
support program 
activities.

Transfer nonelectronic 
records to the National 
Archives 20 years after file 
closure.

Transfer electronic records 
to the National Archives 5 
years after file closure, 
with any related 
documentation and 
external finding aids, as 
specified in 36 CFR 
1228.270 or standards 
applicable at the time. 
Delete EPA reference copy 
20 years after file closure.

Close inactive records 
after publication or when 
document becomes 
obsolete, is superseded, 
or no longer needed to 
support program 
activities.

Destroy 2 years after file 
closure.

Close inactive records at 
the end of calendar year.
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prepared by EPA and made to 
Congress or the President in 
accordance with the mandates of all 
environmental legislation. Report 
presents the objectives and 
accomplishments of the program, a 
summary of outstanding environmental 
problems in order of priority, 
recommendations for proposed 
legislation which is necessary in solving 
these problems, and plans for program 
activities during the next fiscal year. 

N1-412-07-2/7 

Draft, 
03/30/2007

This 
schedule 
authorizes 
the 
disposition 
of the record 
copy in any 
media 
(media 
neutral).

personal 

organization copy of transactions below 
the thresholds, dated on or after July 
3, 1995
Includes transactions and related 
papers at or below the simplified 
acquisition threshold of $100,000 and 
all construction contracts at or below 

11/30/2009

the 

after file 

Close inactive records 
upon transmission to 
Congress or the 
President.

Destroy 6 years after file 
closure.

Close inactive records 
upon transfer.

Destroy 5 years after file 
closure.
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year, containing 

small 

Contains records that document the 
process for authorizing operation of a 
program by states and other entities 
in lieu of a federal program. Types of 
records include the application with 
background and supporting 
documentation, correspondence, 
copies of statutes and regulations, 
interim authorizations, and 
documentation of public participation 
activities. Also includes documents 
relating to EPA's review, evaluation, 
and determination of the program, 
development of enforcement and 
environmental standards, as well as 
authorization withdrawals as it 
applies to the initial program 
authorization and subsequent 
revisions.

06/30/2007

This schedule 
authorizes the 
disposition of 
the record copy 
in any media 
(media 
neutral).

02/01/2007

Close inactive records 
at end of year or after 
new authorization is 
signed.

Transfer nonelectronic 
records to the National 
Archives in 5 year 
blocks 20 years after 
file closure.

Transfer electronic 
records to the National 
Archives 5 years after 
file closure, with any 
related documentation 
and external finding 
aids, as specified in 36 
CFR 1228.270 or 
standards applicable at 
the time. Delete EPA 
reference copy 20 years 
after file closure.

Close inactive records 
at the end of the 
month.

Destroy 6 months after 
file closure.
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user 

for 

-

02/01/2007

07/31/2008

N1-412-07-
69/1 (Item a
(2)) 

documents of short-term interest 
that have no documentary or 
evidential value and normally need 
not be kept more than 90 days. 
Examples of transitory 
correspondence include:

Routine requests for information 
or publications and copies of 
replies that require no 
administrative action, no policy 
decision, and no special 
compilation or research for reply.

Originating office copies of letters 
of transmittal that do not add 
any information to that contained 
in the transmitted material, and 
receiving office copy if filed 

02/01/2007

Delete when 
superseded or 
obsolete.

Close inactive records 
at end of pay period.

Destroy 1 year after 
file closure.

Close inactive records 
at end of month.

Destroy 3 months 
after file closure.
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including 

used to account for employees' 
time and expense while on travel 
status, and to request 
reimbursement or balance due on 
travel funds authorized. Records 
consist of travel authorizations, 
travel advance applications, 
transportation requests, travel 
vouchers, reimbursement claims, 
and other expense receipts and 
related documents.

processed electronically

08/31/2009

selected 

02/14/2007

This schedule 
authorizes the 
disposition of 
the record 
copy in any 
media (media 
neutral).

-owned 

Records: 

Processed 

02/12/2007

Prepared by Regional Records Management Support Contractor, 6 May 1998 (rev. 12/98; 8/2003)

Destroy when 10 
years old.

Close inactive 
records after 
rejection or 
withdrawal.

Destroy 3 years after 
file closure.

Close when obsolete, 
superseded or no 
longer needed for 
reference.

Destroy immediately 
after file closure.
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